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Electronic Timekeeping Job Aid
TIMEKEEPING TASKS FOR CLOCK EMPLOYEES - BADGE SWIPE

On a daily basis, employees will: Clock in and out according to scheduled shifts, perform transfersto
alternate DAC or grant, and submit requests for time off.
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KRONOS' ‘ 1 Swipe your badge.

If prompted, place your enrolled fingeron
) the verification device.
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If the punch is successful, the top status
light flashes green and you hear asingle
beep.

3

Read Messages

View Schedules

Soft Keys

More...

If the punch is rejected, the middle status
light flashes orange and you hear three
quick beeps. Look for an errormessage
on the terminaldisplay.

Navigation
Keys

View Schedules

1 To view the schedule for your current shift,
press the View Schedules softkey.

Numeric
Keys

2 Swipe your badge.

Finger Scan
Verification Device

Key 3 If prompted, place your enrolled fingeron
the verification device.

Current schedule will be displayed.

View Timecard Online Read Messages

1 Press the Read Messages softkey.

1 Pressthe View Timecard Online soft key.

2 Swipe your badge.

2 Swipe your badge.

3 If prompted, place your enrolled finger onthe 3 |fprompted, place your enrolled fingeron
verification device. the verification device.

Press the soft key that corresponds to the period
of time for which you want to showtotals.
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Electronic Timekeeping Job Aid

TIMEKEEPING TASKS FOR CLOCK EMPLOYEES — BADGE SWIPE

Request Future Time Off Leave Type Codes

City Business

Comp Time EX Taken
Comp Time NE Taken
Death in Family
Floating
Furlough-Involuntary
Furlough-Voluntary
Enter the appropriate Leave Type code. Accrued Hours Used
Jury Duty

Military Leave
Personal

Enter the number of hours per day that you are Sick Used

requesting. Training

Vacation

Wellness

Press the Request Time Off softkey.

Swipe your badge.

If prompted, place your enrolled finger onthe
verification device.

Enter the From Date and To Datefields.

To submit the request, pressEnter.

Start Work on an Internal Order - (For those employees who charge their time to grants).

Press the Start Work on an Internal 6 If prompted, place your enrolled fingeron
Order softkey. the verification device.

Press the List softkey. 7 Ifthe transfer is successful, the top status

Use the arrow keys to scroll upor light flashes green and you hear asingle
down through the list and press Enter beep.

to select the highlightedInternal If the transfer is rejected, the middle
Order. status light flashes orange and youhear
three quick beeps. Look for anerror

To confirm the transfer, pressEnter. X s
message on the terminal display.

Swipe your badge.

IF YOUR BADGE DOES NOT WORK, PLEASE REQUEST
A NEW BADGE AND HAVEYOUR SUPERVISOR PUNCH IN FOR YOU.
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